Headcount Changes - Report Instructions

Use this report to display a list of personnel actions carried out for employees during a selected time period.

1.

From the main screen, type transaction
code: S_L9C_94000095.

Click the Enter button @ or press
Enter to continue.

Reporting Period — Choose a period from
the list.

There are a couple of ways to search
using this report. For example, if you
want to search for a list of changes
within a cost center or org unit:
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additional search fields.

Highlight the field name(s) from the
left, then click the Add button | » |
then click the Transfer button |£|
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5.

7.
8.

Enter selection criteria, for example
Organizational Unit.
NOTE: Click the Multiple Selection

button |i| to enter more than one
criterion.

Click the Execute button
to execute.

or press F8

The report displays.

You may add or remove columns from
this report. Click the Change Layout

button EEH.

Select the columns that you display from
the right, then click the Show selected
fields button |1| then click the Transfer
button |f|
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Cost ctr Personnel N | First name  Last name | Name of Organzational Unic Name of action type From At
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011 B2
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/08/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/16/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/16/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/16/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 Jefferson County Bd of Ed BN - End Participation 11/01/2011
9200100275 [E Change Layout f /2011
9200100275 = 1/2011
9200100275 < Displayed Columns | Sort Order  Fiter | View | Display 1/2011
9200100275 = 6/2011
9200100275 1/2011
9200100275 [~=]z]] 1/2011
9200100275 5 1/2011
o Displayed Columns Column Set S
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Last name | »]  Text:personnel area
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In this example,

two columns
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10. You may export the report to Excel. o STRTEE
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Export to Excel R A
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¢ From the menu bar choose: Headcount changes
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. . Cost ctr Personnel N | Firstname | Last name Name of Organizational Un, | Name of action type | From Act.” Entry Org. Unit | PArea
Ll St 9 Export 9 Loca I F ] I e 9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 B2 03/03/2011 || 10006086 0004
9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 10006086 0004

9200100275 Jefferson County Bd of Ed BN - End Particpation  11/08/2011 03/01/2011 10006086 0004

5200100275 Jefferson County Bd of Ed BN - End Particpation  11/16/2011 03/01/2011 | 10006086 0004

9200100275 Jefferson County Bd of Ed BN - End Particpation  11/16/2011 03/01/2011 | 10006086 0004

Tn phich femret chenild (ho 9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 | 10006086 0004
N 9200100275 Jefferson County Bd of Ed BN - End Parcicpation  11/01/2011 03/01/2011 [ 10006086 0004
9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 [ 10006086 0004

be saved ? 9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 10006086 0004
9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 | 10006086 0004

= o 9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 | 10006086 0004
(®spreadsheet o 9200100275 Jefferson County Bd of Ed BN - End Participation  11/01/2011 03/01/2011 10006086 0004
Rich text format 9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 10006086 0004

HTML Format. 9200100275 Jefferson County Bd of Ed BN - End Particpation  11/16/2011 03/01/2011 10006086 0004
5200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 | 10006086 0004

ok b 9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 J§ 10006086 0004
9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 | 10006086 0004

9200100275 Jefferson County Bd of Ed BN - End Parcicpation  11/01/2011 03/01/2011 [ 10006086 0004

9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 [ 10006086 0004

9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 [ 10006086 0004

[ C h o OS e S p re a d S h e et . 0200100275 Jeffarson County Bd of Ed  BM - End Particpation  11/01/2011 03/01/2011 10006086 0004
9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 | 10006086 0004

. . 9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 | 10006086 0004

9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 10006086 0004

d C h o OS e t h e fl Ie I o Cat I 0 n a n d ty p e t h e 9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 03/01/2011 10006086 0004
. 5200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 04/18/2011 | 10006086 0004
f| Ie name. 5200100275 Jefferson County Bd of Ed BN - End Participation  11/16/2011 08/01/2011 10006086 0004
9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 0s/01/2011 | 10006086 0004

| 9200100275 Jefferson County Bd of Ed BN - End Parcicpation  11/01/2011 0s/og/2011 [ 10006086 0004

° CI | Ck | G ane mte | 9200100275 Jefferson County Bd of Ed BN - End Particpation  11/01/2011 0s/01/2011 | 10006086 0004
. 9200100275 Jefferson County Bd of Ed BN - End Particpation  11/16/2011 0s/03/2011 | 10006086 0004

11. Click the Back button e or press F3 to
return to exit the report.
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